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*FDD-Floppy Disk Drive. 

* HDD-Hard Disk Drive. 

*CD-Compat Disk. 

* AGP- Accelerated Graplics Port. 

* DVD-Digital Video Drive. 

*RAM- Random access memory 
*ROM - Read only memory 
*CPU-Control processing unit. 

*CU-Control Unit. 

* ALU- Arithmetical 1 logical Unit. 

*IPS - Instant Power System. 

*UPS - Unit Eruptible Power Supply. 
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a developed by Microsoft Company of U.S.A. Word Processing Program is one kind 
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(L z shift s) 

3 

m 

3 

(shift L) 


3 #? 

3 3 

(shift L g h) 

*0 


3,3 

(shift L g m) 

31 

3Jt3 

3T 

(shift L shift z) 

■M 

§33f3 

3j 

(shift Lz) 

2f“ 

r-3 


(shift L z s) 



«U 

(shift L z shift s) 


.......<s&. 

331 

f% 

(b) 


__ .1 CT, -j.j-. 'r^- 

3,t 

(bgt) 



3 ¥ 

(bge) 

W 

m 

ir w 
' \ 

(bgk) 



3, 3 

(b g shift k) 

*3 

'JSTFP3 

3,3 

(b g L) 


m 

3, 3 

(b g shift L) 

I 

m 

3 3 

(bgb) 

'3 

W3T 

3,3 

(bgh) 

31 

W3I 

3 ^ 3 

(bgm) 

3T 


3 j 

(b shift z) 

4p* 

la 

3®!§T 

3 , tj 

(b g t z) 



3 ^ 

(bge z s) 


*3®$ imm wfr * 


Digital Computer's & Training Academy 


¥ 

¥1 


(bgkz) 



¥ W ¥ 

' V X 

fbgLgh) 


Flff 


(b g L z) 


m 

¥ ^4 

(b g shift L z) 

n 


*r 

(r) 

€ 



(r g k) 



n^t 

(rgt) 

$r 

«W 

<r 

(rgr) 

tO 

nOm 

*T *T 

(r g shift v) 

tr 

¥f 

n ¥ 

V 

(r g b) 

«fT 

SIWI 

*f T 

(r shift z) 

€f 

smr 


(rz) 
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Microsoft Excel 


1 st CLASS 


What is sheet in Excel ? 

X 3y 01 3 5 (a iiq+MWg ) cw clW ftP'M Electronic Soft copy Sheet TOT i 
Sheet 4 Column ’T^OT 256 Row 65,536 cell 1,67,77,216 

What is work sheet in Excel? 

Spread sheet <tRT c*r c^iolc^ Work Sheet 4C=i i 

How to open Ms-excel? 

i) Click Start 

ii) Click Programs 

iii) Select Ms-excel and Click 


How to save a file? 

i) Type something Text 

ii) Click file 

iii) Click Save 

iv) Type file name 

v) Click Save 

How to close a file? 

i) Click file 

ii) Click Close 


How to open previous file? 

i) Click file 

ii) Click Open 

iii) Select file name 

iv) Click Open 


<?tft tits wit) cBlaw, i 
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How to resave a file” 

i) Type something more 

ii) Click file 

iii) Click save (Ctrl+S) 

How to create new book? 

i) Click file 

ii) Click new (Ctrl+N) 

iii) Click Blank Workbook 

How to save a file by new name? 

i) Click file 

ii) Click save as 

iii) Type new name 


iv) Click Save 

V 

Cursor movement 



Function 

Key 

Left Arrow 
Right- Arrow 

Up Arrow 

Down Arrow 
Ctrl+page up 
Ctrl+page down 
Home 
Ctrl+Home 

Enter 


Moves the cell pointer one cell left 

Moves the cell pointer one cell right 

Moves the cell pointer one cell up 

Moves the cell pointer one cell down 

Moves the cell pointer to the processing next worksheet 
Moves the cell pointer to the previous worksheet 

Moves the cell pointer to the beginning of the current row 
Moves the cell pointer to the i st cell of the worksheet 
Moves the cell pointer one cell down 

Selection Method: 


Text : 

Column : 

Row : 

Click the left button of the mouse & drag Or, press shift any arrow key 

Click the column bar or, press Ctrl+spacebar 

Click the row bar or, press shift spacebar 
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2 nd CLASS 


Calculation Method: 


(i) = sum(A 1:A10) (ii) A1+A2+A3 

= A1-A2 

(i) = A1 * A2 00 =A1 * A2* A3 

=A1/A2 

= Max(Al:A10) 

= Min(Al:A10) 

= Average(Al : A1 0) 


Summation 

Deduction 

Multiplication 

Division 

Maximum 

Minimum 

Average 


3 rd CLASS 


How to clear all? 

i) Select text 

ii) Click edit 

iii) Select clear 

iv) Click all 

How to delete Row(s)? 

i) Select Rows(s) 

ii) Click edit 

iii) Click delete 

iv) Click entire row 

v) Click Ok 

How to delete column(s)? 

i) Select column (s) 

ii) Click edit 

iii) Click delete 

iv) Click entire column 

v) Click Ok 

How to delete worksheet? 

i) Select worksheet 

ii) Click edit 

iii) Click delete sheet 

iv) Click Ok 


How to move or copy sheet? 

i) Select sheet 

ii) Click edit 

iii) Click move or copy sheet 

iv) Select file name 

v) Select before sheet 

vi) Click create a copy for copy sheet 

vii) Click Ok 
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4 th CLASS 


How to insert rows(s)? 

i) Select row(s) 

ii) Click insert 

iii) Click entire row 


How to insert column (s) 

i) Select column(s) 

ii) Click insert 

iii) Click entire column 

How to insert worksheet? 

i) Select a sheet 

ii) Click insert 

iii) Click worksheet 


How to insert picture? 

i) Click insert 

ii) Click picture 

iii) Click clip art/from files 

iv) Click insert 


How to change font name/size/style? 

i) Select text 

ii) Click format 

iii) Click cells 

iv) Click font 

v) Select font name/style/size 

vi) Click ok 


f 

'srp’ft Ytra ■srti45,'8?r wi 0 csfarat, 1 
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5 th 

How to create border? 

i) Select text 

ii) Click format 

iii) Click cells 

iv) Click border 

v) Select border style 

vi) Click ok 

How to create patterns? 

i) Select text 

ii) Click format 

iii) Click cells 

iv) Click font 

v) Click patterns 

vi) Select any pattern 

vii) Click Ok 

How to row height? 

i) Select row(s) 

ii) Click format 

iii) Click Row 

iv) Click Height 

v) Type row height 

vi) Click ok 

How to column width? 

i) Select column(s) 

ii) Click format 

iii) Select column 

iv) Click Width 

v) Type column width 

vi) Click Ok 

How to hide/unhide column? 

i) Select column(s) 

ii) Click format 

iii) Select column 

iv) Click hide/unhide 

How to hide/unhide row? 

i) Select row(s) 

ii) Click format 

iii) Select row 

iv) Click hide/unhide 

How to rename sheet 

i) Select sheet 

ii) Click format 

iii) Select sheet 

iv) Click rename 

v) Type new name 

vi) Press enter 



CLASS 
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6 th CLASS 


How to create data filter? 

i) Type some data 

ii) Keep cursor at first of headline 

iii) Click Data 

iv) Click filter 

v) Click auto filter 

vi) Click scrollbar 

vii) Select any field name to filter 


How to show all filter? 

i) Keep cursor at first of headline 

ii) Click Data 

iii) Click filter 

iv) Click show all 

How to save a file by password? 

i) Click file 

ii) Click save as 

iii) Click options 

iv) Type password to open 

v) Click ok 

vi) Type same password to confirm 

vii) Click Ok 

viii) Click yes 

How to print a file? 

i) Click file 

ii) Click print 

iii) Select print range 

iv) Click Ok 

if/ 
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Digital Computers & Training Academy 

Mawna Chowrasta 




A 

B 

C 

D 

E 

F 

G 

H 

I 

K 

L 

M 

N 

1 

S/N 

Name 

Basic 

House Rent 

Medical 

Allowance 

Increment 

Grand 

Total 

Poor 

fund 

Provident 

ftind 

Total 

day 

Present 

day 

Absent 

Net 

Payment 

2 













— 


S/N o Serial Number i 

Name § *tT s r ^Tfu© rc<) i 
B asic § 'ii’fn?*' ^ <^ilW rc< i 

House Rent ^t)§ ^ ^ Persent W i 

TJST 8 ffi(* Cell 8 = C2*10% 

(v) Medical Allowance (ffiwrr ^T®t ) ^ ws Percent 
iai ^rt^s sjx i 

^ fsffifc i£Rr Cell fomt 8 = C2*5% 

(VI) Increment : ^®T W^'O'RI Persent »ilPw i 

^3f8 41 Cell fcmT W m 8 = C2*2% 

(VI I) Grand Total : Basic ^ • 

=C2+D2+E2+F2 

(VI 11) Poor Fund: C^5W w Percent 'SHT <wilc* ^ i 

jpft 8 =c2*3% 



4 i f) yn? (^q?t CTWitn ^tt) csfarat, ' 
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(X 1 ) Provident Fund : ®t*ii 'StWl sMc® ^ 7 TK^5’ rg*! i 

^13pM*Cellfa*rt *»I^Rlt^r ®H'IWWT = C2*8% 

(XI) Totalday :7?$TO?r Salary Sheet (M 4*llw TO i 

(XI I) Present day : ^frlfhr i 

(XI 1 1) Absent day : *4WNr i 

(X 1 V) Net Payment : Absent day vs w 'ST <1^ Wft Basic f^t 

Wtt TO ^TO Absent day csrf& f^t ^t?T '® 5 t TO i 

'3T5'i£R, Net Payment ? = Grand Total - (poor fund +Provident Fund +Basic /Total day *absent day ) . 

Electric Bill 


A 

B 

c 

D 

E 

F 

G 

H 

I 

S/N 

USERNAME 

Meter no 

Previous Reading 

Present Reading 

Unit 

Price 

Vat 

Total 


1 . S/N: 4*TO serial Number ^IC® TO i 

3. Meter No;di ,8 TO' Meter No ^»ilos i 

4 . Previous Reading: 4 NM Meter Reading <*110® TO i 

5. Present Reading: Meter <$RT Reading TOt® TO 

6. Unit: Unit = Present Reading-Previous Reading. 

7. Price: Unit >= 1 000 TO Per Unit Price=4.5 5m i 

^ Unit >= 600 ^r, Per Unit price=4 5m i 

Unit >= 400 33T, TO" Per Unit price=3.5 5m i 
Tjfpr Unit >= 200 TO TO Per Unit price=3 5m i 
Unit <*ET Cell address F2 


Vat = G2*2% 
Total = G2+H2 


Price:=if(F2>=1000,F2*4.5,if(F2>=600,F2*4,if(F2>=400,F2*3.5,if(F2>=200^2*3,if(F2<200,F2*2)))) 
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Result Sheet 


Grading system: 


Mark Range 

Grade 

Grading point 

80-100 

A+ 

5 

70-79 

A 

4.5 

60-69 

A- 

3.5 

50-59 

B 

3 

40-49 

C 

2 

33-39 

D 

1 


# Make Result sheet on 10 students on the subject Physics, Chemistry, and Biology of 
the following latest Grading system. 



A 

B 

C 

D 

E 

F 

G 

H 

I 

J 

K 

L 

M 

1 

Name 

Roll No 

Physics 

Grade 

GP 

Chemistry 

Grade 

GP 

Biology 

Grade 

Gp 

Total 

Result 

2 

Kamal 

314515 

60 

A- 

3.5 

80 

A+ 

5 

60 

A- 

3.5 

200 

A 

3 

Jahir 

314516 

80 

A+ 

5 

95 

A+ 

5 

80 

A+ 

5 

255 

A+ 

4 

Rasel 

314517 

65 

A- 

3.5 

1 

55 

l 

B 

3 

65 

A- 

3.5 

185 

B 

5 

Rubd 

314518 

75 

A 

4 

45 

C 

2 

75 

A 

4 

195 

B 

6 

Habib 

314519 

41 

C 

2 

33 

D 

1 

43 

C 

2 

117 

D 

7 

Kamrul 

314520 

37 

D 

1 

50 

B 

3 

35 

D 

1 

122 

D 

8 

Rased 

314521 

55 

B 

3 

67 

A- 

3.5 

57 

B 

3 

179 

B 

9 

Robi 

314522 

31 

F 

0 

45 

C 

2 

33 

D 

1 

109 

F 

10 

Soma 

314523 

80 

A+ 

5 

60 

A- 

3.5 

50 

B 

3 

190 

A- 


Physics ^ efefsi Number Cell Address ^C2 

Grade =If(C2>=80 “A+”,if(c2>=70,“A w , if(c2>=60,“A-”,if(c2>=50,“B”,If(c2>=40,“C’,If(C2>=33,“D”,“P’)))))) 


Physics Number Cell Address ^ C2 GP : 

=If (C2>=80,“5 ,, ,if(c2>=70,“4’\if(c2>=60, 
w 3.5”,if(c2>=50,“3”,If(c2>=40,“ 2”,If(C2>=33,“ 1 0”)))))) 


Result 


(^q):=If(OR(C2<33,F2<33,I2<33),“F’ , ,if(L2>=240,“A+”,If(L2>=210,“A”,If(L2>=180, 

If(L2>=150,“B w ,If(L2>=120,*‘C w ,If(L2>=99,“D’’,“F w »»)» 


A- w , 
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Labour Sheet 


wh £nf*ta b • HRijV flit's I ’'ivln *1^3) Oo kl«p| \r 

4l*8t <WC*1 fil^ ( V X 30) = ^8o Tlfat $<*l <wu.®i ' a i'»ta ulVt < nw HUM I 

^'4>H itffi «|R) ^*5|« »cq$) I 


S/n - Name- Working Hour - Compulsory Hour- Per Hour Wages - 
Compulsory Wages — Over time — Per Hour Over Time Wages — Over Time 
Wages - Total Wages . 


S/n 

Name 

Working Hour 
Compulsory Hour 
Per Hour Wages 
Compulsory Wages 
Over time 

Per Hour Over Time Wages 
Ov er Time Wages 
Total Wages 


Serial Number I 

Name ^Pftcs i 
4«0PT Working Hour 4*flC® I 
v£»'*ttC=T Compulsory Hour ^lw i 
Per Hour Wages 4*1 1 W> 4jM I 
'fl'ftOT Compulsory Wages ^IW W i 
*ir«fTC=r Over time i 

Per Hour Over Time Wages 4*110* ^ i 
Ov er Time Wages 4^10* ^ I 
Total Wages 4*110*^ i 


S/N 

Name 

W.H. 

Co. H. 

P. H.W. 

Co. W. 

O.T. 

P.H.O.T.W. 

O.T.W. 

Total W. 

1 

Mithun 

11 

8 

30 

240 

3 

60 

120 

360 
































a|ea|ea|es|ea|ea|e9|e3|ea|ea|ea|ea|ea|es|ea|e9|e 
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How to Create Protect Sheet? 

Click Tools 
Click Protection 
Click Protect Sheet 




$ 1 # 'an rfft yna ^sut) cetarar, i 
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How to Show Tile Name? 


Click Window 
Click Freeze Panes 


g N 


:■*] Pe EA £** h<rt Ffimi* lock Qate 

u- Ji jh- ra * 

jn«. a* 




* tt 

• * / 5 


CcmpK Si* fc Side etfiBcefcl 

93% 


62 

- * 


** 



A 

i 1 ? 



F 

G 

H 

1 

J 

K 

± 

CMC 

name 


Free* Paw 

J 1 1 -V Q«jTij4m 

*010 

Dale 

Covst 

Total Fees 

1st 

2TC 

3 * 

3 

1 Mu. 48v 

Suniiia 

, ^ X*j30t r^lxff 

Ga apt 

ZK»2»» 

USCtce 

2900 

I960 

500 

500 

4 

ZR&ToParan 

Suraikfea 

»8cckl 

Gaapi 

23092099 

16 Otoe 

2000 

1000 

500 

500 

£ 

3 Kamrul Islam 

Hasan AS 

1 

.Gaapur 

15W2009 

USOtc* 

2000 

300 




1 Utacae Hcssain 

Uatete:4l 



23392009 

US 08s 

2906 

496 



7 

5 4a?a ttaan 

ParttchanmaiS 01726-739589 feM» 


«i Ni 

USCtce 

2900 

1209 

800 


J_ 

6 Santa Idka 


CtlPiP 


13092009 

USOftce 

2400 

900 

500 

500 

9 




SEPTEMBER_2010 







lo 

7 Asacblte 

KamnJ Islam 

UottcttCEia 

13102009 

US Otoe 

2000 

500 

500 


11 

8 ArwRahman 

Nuful Islam 

Uastarean 


19192009 

US Otoe 

2000 

500 

500 

700 

12 

9 Henr 


Ma?wpjr 


19092009 

US Otoe 

2090 

506 

500 

560 

13 

10 tira&ic 

AaourRasa- 

01717-307235 


12192009 

MS 08ce 

2000 

500 

500 

500 

14 

IIRa.uLfc 


U*m:erBan 


12192009 

US Otoe 

2000 

500 



15 

12 Shajahan 

SwzWfoS 

01829435062 


12192009 

US Otoe 

2900 

1.000 

506 

506 

16 




NOVEMBER 2010 







If 

13 IrW Islam 

ambt Rato nan 91713-630630 RaiencnPor 


13112009 

US Otoe 

2200 

1.800 

506 

300 

18 

U NaHrHotsHw 

Naoul Islam 

Uasecan 


H1F2009 

US Otoe 

2000 

500 

500 


19 

15 Kvni Islam 

Aaulkkan 

AHC 


15112009 

US Otoe 

2000 

500 

500 


20 

ttOpatar 


Mppv 


17112009 

US Otoe 

2900 

590 



21 

17 Kawn Hossam 




1911-2009 

US Otoe 

2000 

500 



22 

18 Stfanltaft-v: 

AaarRasiK 

01751-U3290 


2S1 12009 

US Otoe 

2000 

250 

750 


23 

19 Hr mr 

•OOUkiOW 

IkblB 


23112W9 

US Otoe 

7JM 

3J* 



S 

2D 3ra T kaf 

■ artpcca 

roi 7 -3TT* 


29112010 

US Otoe 

2000 


50G 

590 

s 

2na^r 1 

MMK6 

tinrara 


ri2M 

US Otoe 

2M0 

*c 

290 


Jt 

2! 


acsa e« 

tnHHT’ «r=a r 


*-i2» 

BSOto 

2M 

54C 

5K 


F 




DECEMBER 2010 







IT 

21 





1-22*1 

EDta 

zm 

SB 

5K 


a 



•ca-ooK 

-rsar=cjc 


iram 

EOtci 

im 

5* 

54C 


JL 

2 ' 

dtssr i 

oi*tssa 



T 122*9 

US Otoe 

2NC 

1*6 

1J80 


31 

2Mar 1 

‘XKiar 

Mm 


U122009 


t» 

5K 



S 

FAOMMn J 

s»m»4 

tinwaos 


U 122039 

US Otoe 

2*0 

UN 

1 JIC 


33 

2 3maHa*e v*tfHa«* 

•1929641516 Nm*v 


15122009 

US Otoe 

2000 

2000 




• . 6 X 


P — 


» Tottr»: Eaten* 


500 


m < » m Sheetl M2 


t'aisfcaia 


HU 


0f^s3 croft*! ^rt) rowt cFtatot, i 


11*811 ISillssilg gillii igssig 
° • « * s i fis-iigiii — - 5 *» s s i - 
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Style System 


How to Create Style? 


Click Format 

Click Style 

Click Select Style Name 



12 

13 

.m 

f 

IT 

18 

» 

20 

21 

f? 

23 

24 

26 

I 

28 

2 » 

30 


ftdU SKmc3 


u o 1 'a; ^ i 




12 

M 

* 

ir 


» 


m' st*«cl V Shtmtl Sh««r3 





^rt) < 
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How to Name List Add? 

Click Tools 
Click Option 
Click Custom List 






: 4] g, £* vm* Ipeert Fgrmet !«* feta 50ndwr 

s-> J O; ?a * 


£ Type a quasbor* for - • . tf X 


ft g - 2A U hi -O 100% - * j 


g w 9 m % % « :4 <3 » A rl 


_ M 1 O T 


5 

6 _ 

71 

8 

9 

10 
11 
12J 

13 

14 
J 5 j 
16 

10 , 

19 

20 
21 
22 ! 

23 

24 

25 

W 

27_ 

M 

29 

30 

31 
22 

33 

34 

35 


Month Day 

1 January Saturd 

2 


Co* 

vtaM 

Custom Ms 


J K 


re Error Checkvig Spai ng Security 

General Tranritton j CustamUstT] Chart 


Sun, Mon, Tub, Wed, Thu, Fri, S 
Sunday, Monday, Tuesday, Wet 
Jan, Feb, Mar, Apr, May, Jun, J 
January, February, March, Apr! 


Press Enter to separate fat entries. 
Import fat from cats: 


I ** 


l *Vel | Import 


OK ~) ( Cancel 


V 


■ 5 ^ ^ (^<$4 »i Cbldtol, I 
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Conditional Formatting 


H)«l fe* !■ |M Pfin~» lock fete 1NM b* 

7 ' p* » .--• • . 9 x 

-4jjQ-l A.* ~» A* *.> UiliiOW*’- • 

• •■» £ a -* * * • 5* -3 ■ - A;A l 

E9 * * <£*466 _ .. . .. 

A 1 BODE i F ; G H 1 J K L 

UNOP3RSTI.— 


i 


Tl 





654656 

“TO 

876678 

87878 

767676767 

787 

222- 

67687 




I' 


* I 


1 JUL©J tsj aj 



^rt?r csrw^r nic4fiva*r^*TT) tStaw, i 
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How to Create Auto Format? 

Click Format 
Click Auto Format 
Click Style Select 
Click OK 


j-i] e* t* 

UA 4A 


EI2 


tnmn F*wM look 


& * ' i i u a -o w* - vlL*- - 



“B 


STTS-ETli- 


Jk- fle w 

Em: r r s is 

wm < « r ir 

Sc*» 8 r 9 24 

EM 

MM 

so«r 

7 7 S 11 

8 4 7 IT 

a 7 9 24 

»•* * i» -'3 Si 

l2ilL 

“2i if - ? SC 

M 

Owe I 

M* « r « 24 lM 4 7 9 34 

f*U 21 t( ii ec 

|Tot4l 21 18 21 EC| 

OMC2 

OWW3 

7mm 


!Nt ] 7 i 7 J 5 5 IS 

MM 6 4 7 IT 

SciiSh 8 7 9 2* 

ems t% 7% rrs 

MM e 4 7 17 

SM» 8 7 9 24 

roar i 21 s it $ b s « 

> M 1 i K 1 ,?■?■-£ 


Hoy 


Mongur 

Siddiqur Rahman 

Shamsunnaher 

Minaz Uddin 

Arifa 

Ashraf Ali 

Ibrahim Khalil 

Monsur Rahaman 

Monirul Islam 

Sakender Ali 

Mataur Rahman 

Hanifa 

Khaleda Akter 

Sobahan khan 


23 

M 4 » M V>«r. MI 


f ■ fco 
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How to Create Marge Cell? 

Select Cell 
Click Format 
Click Cell 
Click Alignment 
Click Marge Cell 


Mco soft acd • S oofcl 
;^1 Bte l* * Insert fam* Iccfc £*» 

U - A i jQ; A J , x-llil 


H11 


3 




| b S S 

TvpeanueSbonferheip • . X 
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